At the beginning of this new year, we would like to take the opportunity to remind everyone of the vacation policy outlined in the Harcourt Employee Guide.  The employee guide is currently in revision; if you are a new employee or have not otherwise seen this policy, please retain this email for your records.

Effective in January 1999, Section VIII, pgs 23-24 of the policy states:

"The Company grants annual vacations with pay to regular full-time employees according to the following schedule:

During the first year of employment, if hired during the months of:

January through March

5 days of vacation after 6 months of employment during the calendar year; use the following vacation schedule as of January 1 of the next year.

April through June

3 days of vacation after 6 months of employment during the calendar year; use the following vacation schedule as of January 1

July through December No vacation during the new-hire year; use the following vacation schedule after 6 months of employment

Vacation cannot be taken during the first 6 months of employment.  No vacation time is paid for at the time of termination if the employee leaves prior to completing six months of employment.

After the calendar year in which an employee is hired, the Company's vacation schedule is as follows:

Length of Service as of January 1                                    Vacation Allotment

After calendar year of hire but less than 2 years                           10 days

At least 2 years but less than 7 years                                            15 days

At least 7 years                                                                               20 days

[You will receive additional vacation days in the year after you have completed a milestone year of service.  For example, if your seventh anniversary is in 2003, you will receive the fourth week of vacation in 2004.]

Part-time employees are eligible for vacation in the same proportion as their workweek is to the standard workweek at their location...

The company encourages employees to use their earned vacation time as a way to enjoy uninterrupted periods of rest and relaxation.  The vacation year begins January 1 and ends December 31.  Vacation may be taken at any time within that period with the approval of the supervisor.  Carryover of vacation days is not permitted.  If specific business conditions require, a supervisor may request an employee delay up to five days of a planned vacation period.  Those delayed days must be used no later than March 31 of the following vacation year.  Cash may not be taken in lieu of vacation days.

Terminated employees with more than six months of service will receive prorated payment for unused vacation days based on the length of time they worked during the calendar year of their termination."

Addendum to Vacation Policy [Effective July 2000]

Employees who have given notice of their intent to resign may not receive paid vacation, optional holidays or sick time during their notice period.  This remaining period of employment is intended to be a productive time geared toward assisting the transition of information and projects to successors and associates.

As stated in the Harcourt Employee Guide, "Terminated employees with more than six months of service will receive prorated payment for unused vacation days based on the length of time they worked during the calendar year of their termination."  Employees leaving the company will not receive payment for unused optional holidays.  

According to the Employee Guide, an employee of the company is eligible to take either 10, 15 or 20 vacation days in a calendar year.  The following table is used to determine how many days of vacation pay an employee will receive in their final paycheck.  Vacation days already taken during the calendar year of termination will be deducted from the payouts specified below.

If an employee has taken more than the prorated number of vacation days upon resignation, the employee will owe the difference back to the company.  If possible, the pay for these days would be deducted from the employee’s final paycheck.  

	10 Vacation 

Days 
	
	
	15 Vacation Days
	
	
	20 Vacation Days
	

	
	
	
	
	
	
	
	

	Separation Month
	Days Paid*
	
	Separation Month
	Days Paid*
	
	Separation Month
	Days Paid*

	January
	1.00
	
	January
	1.50
	
	January
	2.00

	February
	1.50
	
	February
	2.50
	
	February
	3.50

	March
	2.50
	
	March
	4.00
	
	March
	5.00

	April
	3.50
	
	April
	5.00
	
	April
	6.50

	May
	4.00
	
	May
	6.50
	
	May
	8.50

	June
	5.00
	
	June
	7.50
	
	June
	10.00

	July
	6.00
	
	July
	9.00
	
	July
	11.50

	August
	6.50
	
	August
	10.00
	
	August
	13.50

	September
	7.50
	
	September
	11.50
	
	September
	15.00

	October
	8.50
	
	October
	12.50
	
	October
	16.50

	November
	9.00
	
	November
	14.00
	
	November
	18.50

	December
	10.00
	
	December
	15.00
	
	December
	20.00

	
	
	
	
	
	
	
	

	*Rounded to nearest 1/2 day
	
	
	
	
	
	
	


